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CENTRAL INTELLIGENCE. GROUP

!

C.I.G. ADMINIS 25X1A

SATURDAY DUTY,
1. Memorandum dated 21 Marcﬁ/1946, as amended 9 May 1946, 25X1A
subject: "Fstablishment of Sé,turday Duty Watnhes, - 2B5X1A

2. Effectlve 10 August 19§6, Saturday duty will be performed
hy a duty officer and an agsistant who will be detailled by
separate memoranda from time to time.

3. Saturday duty offilcers énd thelr assistants will be on duty
from 0830 nuntil 1700 on Saturdays. The place of duty will he

Secretary to the Director is pres?nt, the duty officer and hisa

assistant may take station in anyxpther office of CIG and will be
]

25X1A

notified by the Becretary when it 33 again necessary to take
statlon in Room 2165. ‘

b, The duty officer will acnept!delivery of rlassified and
unclassified material, accept visﬂ%ors to any office of CIG,
answer all calls comihg in to Roo’ 2165, and will take such
initial steps as may he appropriafe in any case. When he deems
it necessary, he will notify the proper person relative to urgent
matters so that action may he taken. The primary function of the
assistant to the duty officer willl he to provide necessary

clerical and stenographic assistance.

5. The Assistant Directors of |0ffices, Chief, ICAP, and
Executives for Control, Operation and P&A will submit to the

Secretary to the Di:ector not later than 1200 hours on the Friday

preceding the day of duty, a stand-by list of two individuals who

. o
can be contacted, together with their home address and home
. i - ‘ :
!

, _ Approved For Release 00ai0aiod g ”981-00728R000100050009-0-
O, L ‘J o , . ¥ - . .

25X1A




Approved For Release 2001/05/01 : CIA-RDP81-00728R000100050009-0 '

RESTRICTED

telephone number. Where offires meiﬂtain a full-time duty officer
on Saturdays, his name and teleghége number may he submltted in
lieu of the above. The Secrepégy to the Director will then place
these addresses in the duty;éfficer's ook which will also include
a list of all‘persons'entefing offlces on Saturdays, one copy of
CIG Administrative _one 0opy of CIG ecurﬂty Regula-~ 25X1A
tlons, a CONFIDENTIAL personnel roster, and noressary telephone
directories. v

6. The assistant to the duty.Officer will report o the
Secretary to the Director, Room 2165, at 1600 hours on the riday
preceding the day of duty in order Eo pick up the duty officer's
ook, to be hriefed relative to the ﬁse of telephones and to
recelve any special instructions relative to the Director's office.

'T. Duty offilcers and assistantsjere authorized to exchange
tours of duty with other approprie%e personnel; however, responsi-
bility rests with the individua%fdetailed to report to the Secre-
tary to the Director hy 1600 hgﬁrs on Friday preceding the {our of
duty the name of the person pg relieve hin.

8. The duty officer will éake a thorough security check at 1700

rowrs of s actaces 1o e/ R = v

been opened durlng the oaysln comollance with paragraph 10,

s

1
Security Regulations, CIG.‘xAny person who enters his office in 25XTA

< | - -.oocc: o wor o
\,

Saturdays will notify the dut§\officer, who for security purposes,

25X1A

will 1list the arrivals and departures in the duty officer's book.
9. Classified material will bexplaeed in the duty officer s
personal safe at 1700 hours on Satqrday and turned over to Central
Records for distribution by 0845 the following Monday.
10. All civilian personnel who are detailed for Seturday duty

will be given compensatory time off or will be paid overtime as
] : © 25X1A

elected by the individual conce'

Executive for Personnel
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X 8/9 aset, Director, ORE

X Secrotury to the Direotor

25X1A

BN

1, ORB will operate e skoloton staff from 0830 to
approximatoly 1200 on subject deto snd s number of individuale
compotent to represent the Asst, Direstor for R & E can be
reeched on Executive 8100 oxtonsion 2831, '

2 From 1200 hours, the following are designated o
25X1A gtand-by duty officers end mey be pesachod as indga#:’oed: °

FOR THE ASST, DIRECIOR FOR RESEAROE ARD EVALUAPION:
25X1A . | ' |

Aoting Executive
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CENTRAL INTHLLIGENCE GROUP

0.L.G. ADMINISTRATIVE _ 25X 1A

1. Memorandum dated 21 March 1946, as amended 9 May 1946, subject,

"Establishment of Saturday T}uty Watches, _ is 25X1A

l) ¢ rescinded.

2 Effe /ctive 1 Augrust 1946 Saturday du}y will ‘t? performed by Hhad 2,-

€ E A 6‘/‘%' AAL puf B L ot S E o s (’/
‘ u(al s.as”indicated in. T/P.b A,,attached ’ g
T b ly PAEALLAY et Lo g Hegiit L ol .
E // 3. Saturday duty officers and” their asalotants will be on duty from 0830
|
|

g ,(, 7

until 1700 on Saturdays. The place of duty will be Room 4165/

& 2le

However, when 8 pmm, the duty
W L) C A ’«1_,,,. 25X1A
of‘fioer/\may take station in any other office of CIG and will be notified by 25X1A

(2 Soe Aot w f-«’-&lk 2

the Secreta.ryt when it is agaln necessary to take station in Room 2165.

4. The duty officer will accept delivery of classified and wnclassified
material, accept visitors to any office of CIG, answer all calls coming in to
Room 2165, and will take such initial steps as may be appropriate in any
case. When he deems it necessary, he will notify the proper person relative to
urgent matters so that action may be teken., The primary function of the

assistant to the duty officer will be to provide necessary clerlca.l and

bR 4
S

e

stenographic assistance, I s
e s e e __n/——"’ ! ,,# .H.L‘/
5. The @g_f;mv Chief, ICAP,, Assistant Directors ile olieé‘tzoxr‘andﬁ's—
%&mﬁm, and Executlves for Control, Operation and P&A will submit to the 7
Sa,c_ 'é //\t‘ /ZAA/“‘LW (/Cﬂ—f
eorebmrdnt not later than 1200 hours on the Friday preceding the day of duty,

a stand-by list of two individuals who can be contacted, together with their

home address and home telephone number, ,f\“l‘he Secretary to the Director will

07 Nty e L N B S Nt

RN

/ then place these addresées in the duty officer's book which will also include

/ a 1list of all persons entering offices on Baturdays, one copy of C.I.G. :
25X1A -

Administrative Order -one copy of C.I.G. Security Regulations, a

P

. Confidential personnel roster, and necessary phone directories. . o

L el
u/ 14, Sedelaioy Alagn

6. The assistant to the duty officer will report to the Secretary/ at 1600
*L / /un | L
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hours on the fridsy preceding the day of duty in ordezyo plck up the duty

\. <. b sl i)
officer's book, to be briefed relutive to the use of ﬁﬁme‘ (and to receive

A

any specgal Instructions relative to the Director's Office. /o .

el At (‘ /‘ﬂ(('('l/’\.i“iff ot vt""-' Ktonbucd 7‘ .:‘1{,, //
. i ¢ s A
7. Bers - are authorized to exchange tours of duty with othen ifcten,, ‘d/

however, resg onsibility i d}y,idu,al tailed o report to the , » -

To th o trunaelin ey /e“ "’f“ g Lin gt ol it

Lot {A’M‘ ety ) o

.oecretary/\ the name of the person z—el—ievingwhim

8, The duty officer will make a thorough security check at 1700 hours of

all off‘icesui':hat hel'\;é ,};eg{;l“o(p;n‘éd du;lng" the day in compliance wz;th aragraph
10, Security Regulations, C.I.G. Any person who enters his c:fifi‘cle(*
of work on Saturdays will notify the duty officer, who, for security purpoés,
will list the arrivals and departures in the duty officer's book.
9. Clasgified material will be placed in the duty officer's personal safe
at 1700 hours on Saturday and turned over to Central Records for distribution
by 0845 the following Monday. / f ,-;,f" 4 /
ot /4¢,~ S A k™

2 O R /
10. All civilian personnel who-draw Saturday duty willé given compensatory

time off, oz:pu&ouentime._as_aao;ded—by~tht/3~darector-ef--eaoh ~-offices 'C(/‘ "{;;Lu..
AR
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CENTRAL INTELLIGENCE GROUP

' 25X1A
C.I.G. ADMINISTRATIVE c- '
25X1A

1. Memorandum dated 21 March 1946, as amended 9 May 1946, 25X1A

subject: "Fstablishment of Saturday Duty Watches, -

2. Effective 10 August 1946, Saturday duty will be performed

25X1A

by a duty officep and an assigtant who will he deﬁailed by
separaté memoranda from time to time.

3. Saturday duty officers and their assistants willlhe on duty
from 0830 nuntil 1700 on Séturdays. The place of duty will he

Secretary to the Director is present, the duty officer and his

25X1A

assistant may take station in any other office of CIC and will he
notified by the Secretafy when it is agailn neéessary to take
statlon in Room 2165. ’

-4, The duty officer will accept delivery of rlassified and
uncléssified materlal, accept visitors to any office of CIG,
answer all calls coming in to Room 2165, and will take such
initlal steps as may he appropriate in any case. When hé deems
it necessary, he will notify the proper person relative to urgent
matters‘so that actlon may he taken. The primary function of the
asslstant to the duty officer will be to provide necessary

clerical and stenographic assistance.

5. The Assistant Directors of Offices, Chief, ICAP, and
Exécﬁtiﬁes for Control, .Operation éﬁd P&A will submit to the
Secretary to thée Director not later than 1200 hours on the»Friday
preceding the day‘of duty, a stand-by list of.two individuals who

can be contacted, together‘with their home address and home
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telephone number. Where off'ices maintain a full-time duty officer
on Saturdays, his name and telephone number may he submitted in
lieu of the above. The Secretary‘to the Director will then plaée
these addresses. in the duty officer's hook which will also include
a list of all persons entering offices on Saturdays, one copy of
CIG Administrative _ one copy of CIG Securlty Regula-
tions, a CONFIDENTIAL personnel roster, and necessary telephone
directories,

6. The assistant to the duty officer will report to the
Secretary to the Director, Room 2165, at 1600 hours on the Friday
preceding the day of duty in order to pick up the duty officer's

book, to he hriefed relative to the use of telephones and to

receive any special instructions relative to the Director's office.

7. Duty offlrers and éssistants are dauthorized to exchange
tours of duty with other appropriate personnei; however, responsi-
bility rests with the individusl detailed to report to the Secre-
tary to the Director by 1600 hours on Friday preceding the tour of
duty the name of the person to relieve him.

- 8. The duty officer will make a thorough ;ecurity check at 1700
hours of all offices in the _that have
been opened during the day in compliance with paragraph 10,

Security Regulations, CIG. Any person who enters his office in

Saturdays will notify the duty officep, who for security purposes;‘

: wiil list the arrivals ané departures in the duty officer's book.

9. Classified material will be placed in the duty officer's
personal safe at 1700 hours on Saturday and turned over to Central
Records for distribution by 0845 the following Monday.

10. All civilian personnel who are_defailed{fcr Saturday duty
will te giveﬁ compensatofy time off or will be paid overtime as

elected hy the individual conc

"G
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Executive for Personnel
~and fdministration
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7 August 1946

CENTRAL INTELLIGENCE GROUP

C.I.0. ADMINIST ILLEGIB
25X1A
SATURDAY DUTY, ‘
1. Memorandum dated 21 March 1946, as amended 9 May 196,
25X1A

subject: "Establishment of Saturday Duty Watches, -

_ is rescinded, 25X1A

2, Effective 10 August 1946, Saturday auty will be performed

by & duty officer and an asaistant who will be detailed by
geparate memoranda from time to time.
3.  Seturday duty officers and their assistants will be on duty

from 0830 until 1700 on Saturdays. The place of duty will be

Secretary to the Director is present, the duty officer and his

25X1A

assistant may take station in any other office of CIG and will be
notified by the Secretary when it is again necessary to take
station in Room 2165.

L. The duty officer will accept delivery of classified and
unclassified material, accept. visitors to any office of 0IG,
answer all calls coming in to Room 2165, and will take such
initial steps as may be appropriate in any case. - When he deems
it necessary, he will notify the proper person relative to urgent,
matters so- that action may be taken, The primary function of the
assistant to the duty officer will be to provide necessary
clerical and etenographic assistance.

5. The Assistant Directors of Offices, Chief, ICAP, and

‘Executives for Control, Operations and P&A will submit to the

Secretary to the Director not later than 1200 hours on the Friday
pracéding the day of duty, a stand-by list of two individuals who

can be contacted, together with their home address and home

-2 -

EFFECTIVE 30 JUNE 1947 CIG ADMINISTRATIVE ORDERS HAVING BEEN RESCINDED ARE HOT

. EFFECTIVE AFTER 1, JULY, 1947
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' telephone number. Where offices maintain a full-time duty officer
on Saturdays, his name and telephone number may be submitted in
lieu of the above. The Secretary to the Director will then place
theas addresses in the duty officer's book which will alsc include
8 list of all persons entering offices on Saturdays, one copy of

CIG Administrative _ one copy of CI} Sccurity Regula-

i tions, & CONFIDENTIAL personnel roster, and necessary telephone

25X1A

directories.
! 6. The assistant to the duty officer will report to the
Secretary to the Director, Room 2165, at 1600 hours on the yriday
preceding the day of duty in order to pick up the duty officer's
book, to be briefed relative to the use of telephones and to
receive any special instructions relative to the Director's office.
7. Duty officers and assistants are authorized to exchange
tours of duty with other appropriate personnd; however, responsi-
bility rests with the individual detailed to report to the Secre-
, tary to the Director by 1600 hours on Friday preceding the tour of
dui:y the name of the person to relieve him.
8. The duty officer will make a thorough security cheeck at 1700 25X1A
hours of all offices in the _ that have
been opened during the day in compliance with paragraph 10,
Security Regulations, CIG. Any person who enters his office in

Saturdays will notify the duty of'ficer, who for security purposes,

25X1A

will 1ist the arrivals and departures in the duty officer's book.
9.: Classified material will be placed in the duty officer's
personal safe at 1700 hours on Saturday and turned over to Central
Records for distribution by 0845 the following Monday.
10. A1l eivilian personnel who are detailed for saturday duty
will be given compensatcry time off or will be paid overtimekas |

elected by the individual concerned. :
. ; 25X1A

Colonel, CAC
‘ v Executive for Personnel
B and Administration
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